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AGTRALT 

This practical booklet, intended fot those who ate 
tkahecribinyg ctai ittetviews into manuscript fota, frovides 
tkansctabiny aia e1itaing guidelines that are particularly pertinent 
to Oial hbistoty intetwviews, the sajot factor involved in a 
tkanbersptscn de ite aditing. Editing is defined as saking the 
@atetial siitablie £er use by tesearchers and the gé@hetal publie. Tha 
juadalines preagnited in this booklet ure based on the assumption that 
the tiaasccapgt wiil ba edited in an accepted aanuscript forsat. 
uttadiing a yeoed thanseribetyediter ts eaghasized. tetore beginning 
tO truideribe, basie eléaents of editorial policy should be get in 
Oider ted @aihtaih asitermity in transcrabing. Individual interviews 
may be traheccibed and adited vith elight variations according to the 
pature of the interview. Zramplec of editing styles are provided for 
avetlappiatng tpéeech, syntax, inaccuracies, false starts, dangling 
s#anhtanhees, Luvey thithinky, aud patagraphing. Suqgestions are sade for 
pertoraing the audit check as a quality control and for waking 
inteiviewee Ccrtectiohe of the ttanscript as accountability. 
instructicns for jutting the Einal text together cover the table of 
contents, LEeadiangs, and indexing. Saspies of transcribing and editing 
yuadelines, an audit check sheet, the title page, and a transeript 
Faye conclude the décuaent. (ND) 
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INTRODUCTION 


This practical booklet ty directed tohdtd thoae who are 
appeuaclilny that erleteal juneture=-to teatserlbe of tlot to 
transerlbe-or vio have just turned the comer on the road to 
transcribing and procesging thelr interviews {1 matuseript 
for, 


Too often transcribing had been the poor 
relation of oral history, and Individualy 
and projects have been encouraged to tee 
yard UC an drudgery, In fact, the prepare 
ation of ak dnterview manuscript La an 
excltltg and Wighly watlefying activity 
when approached with the proper under- 
standing of the nature and value of oral 
history matertal, 


The wnd product of an oral history interview fa not merely 4 
Hittle box with a tape indide, whode fascinating contents are 
knovn only to God and those Intimately connected with the 
project, The real objective la te make the contents of the 
Interviews available to others {n the most usable and 
decessible fort,  [t 18 important that each interview be 
recopnlaed as a total packaye of words and phrases, ideas and 
Information, with an identity of {ts own. This identity 
emerges fron the audio to the print medium through the 
transcribing process, 
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The Eide Cong Conthovensy 


Ano the prowling ttunber of people who produce ot use oval 
listoty Interviews, there le a Lively debate about edit lng 
‘ Interview transetipte. There are basleally tvo canps, 


On one side, the purists, who are interested 
In the verbal character of the Interview, 
are elther loath to tranerthe at all or feal 
that any edltdng for more than punetuatlon 
and paragraphlag {8 a distortion of the 
spoken word not to be tolerated, Thle ts a 
Minorlty posltton at present, but there may 
be a trend tovatd greater uve ol the orleinal 
audlo format to study {hterviews from the 
perspective of psycholinputstics or to inves 
tigate other nonwritten elements, 


On the other side are those interested in the informational 
content and/or Lterary narrative of the interview and 
thowe who wish to dlusominate thelr Interviews to the widest 
podslble audlence, While these individuals and projecty 
keep the orlginal tapew under archival conditlons for efor 
ence ot future we, they follow a base editorial poliey to 


produce tratseripte Ln cotislatent, accepted ihafudertpt fotndt, 
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The puldelines predented In thts bookler are based on the 
AAMUMpE LH Chat the Fnal product of your Interviews WiLL be 
edited Lratwertpta, Edltlng here Ly alnply defied ad making 
d pluce of Iiterary taterlal sultable for uae by researchers 
ct the general public, However, editorial form ts considered 
to follow tot only the function of the Interview, {.e, tts 
ultimate use, but algo Its unlque content, Therefore each 
Het of Interviews tw Ikely to have tte owt varlation, 


— One Nethod 


It (x poustble to combine the tranertbing ard editing 
procedures to produce a finished tranweript In oe bade atop, 
This requires a hybrid person, the "transertber/editor," 
whose primary qualification 18 not wpm but verbal skill, The 
time spent in carefully recruiting and even more carefully 
tralning this person (who may be the (nterviewer) pays many 
dividenda, 


Fitwt, the separate steps of editing and 
ruutlne reetyplig ace eliminated, speeding 
up the completion of the flnal manuscript 
did perhaps saving tle and wage dollars, 
Second, combining the transeribing and edlt- 
{ng function {n one competent person seend 
to have a synerglatic effect, maximizing the 
quality of the transeript as measured by 
fidelity to the orlginal exprevsion and 
. clarity of style, 
enlc 6 


With expetlence, the tranwerthor/editor will turn out manu« 
Her (pts wth wo few arvors that most correetiona Indleated 
by the auditor can be ndde without re=typliy whole payew, 


Whether ot not this comblned approach Lg 
adopted, certain steps must be taken to 
prepare otal history tranwerdpty of consis 
tent quality ard format, 


“he always 
wonlate” want 10 
(dona) omith's fest 


FIRST ON THE AGENDA 


Suttlig tdltorlat Potley 


Basle elemerits of editorlal policy should be written down 
dnd understood by everyct# Ln order to mlntaln the unt» 
formity of the transcripts, These rules should be kept ‘ag 
Hnple as pouutble, Tt can be very helpful to put them In 
the form of a sheet which alao gives rules for margin set» 
tings, footnoted aml spackng, (Yee samples pages 33-36, ) 
Those sheets can be posted close to the work area of the 
tranweetber, the editor and auditor aud are a hanly refers 
nee For the atudent tranvertber ad well, 


There ate four basie conventions in oral 
history transeribing/editing, 

1, No one's granmar should consiatently 
be tidied up,  Howover, clari fica» 
tion of dangling questions of phrases, 
or actual miystatements 1s useful to 
the reader, 


~~ 
- 


falue atarte ate usually tetalned 
Intact only when they indicate a 
potentially edgniticant thought, 


Extensive "stage directions” which 
deaeribe oneverbal actions are dise 
, tracting, Laughter and olgnificane 

ENC gestures may be shown in brackets, 


} 


4, The rule of thumb governing crutch wordy 
aucl ad "you know," "you ave," "so ko 
tpedk," 18 to kewp only a fev, to pre» 
fetve the flavor of the spegch, 


The following points should aleo be covered: punctuation, 
Including all possible differences regarding commas and gent 
colon, ollipses, dashed, quotations and capitalization, 
parapraphtng, qumbers, and abbreviations and inttata, 


On the sample sheets of inakructlons at the 
back of the booklet, rules for standard ele» 
ents of usage have been omitted, These cau 
he found tn any conton atyle manual, Spell» 
Lng conventions cat also be a problen, and 
a lat of frequently misgpelled words should 
be included in your policy sheets, 


AUornatives ist Edd ting Style 


With bawle poliuy established aa a firm foundation, indivi 

dual interviews ot groups of interviews my be trangerdbed 

and edited with slight varlationg according to the nature of 

the interviews, ‘The examples on the following pages 11Lug 

trate different approaches which might be applicable, They 

all reflect 4 comon underlying policy which calle for no gub- 
atantive changes An the nartatlve and leaves {ntact original 
dutinctiveneas of speech and phtdising, In alt of the cans?” rs 
the Antervievy were transcribed and edited simultaneously, 
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Verbat lin 


(a3 head) 


No uh my father did not follow the 
trade uh he went Anto busitvas ay a 
young man liad # unfortunate expat 
once in tuslnews, Loak quite a ble 
of noney and uh bucdmte obsaaaed 
with the Idea that he way might dle 
with tuberculosis viich his fachar 
had dled of, and x0 Intetewt ingly 
enough a wad uh deelded he be mat 
work vutddora tn utder to avold 
this dread disesee and go interests 
ngly enough he got-tor hinself uh 
a Job dn the Post“Oftice Department 
as a letter carrier and spent all 


of his Life out of “doors never | 
| dydng of. tubereulosie but becoming. 


a very Vety rugped man, afl exceeds 
Ingly rugged man, 


ee eT 


Sniptos of Edin Style 


HUal 
(aa typed) 


Noy Hy father did not follow 
the trade, fle vert {nto buslness, 
Aa a young man [he] had an unfortue 
nate experience (n businesas — [hel 
lout quite able of money, — lle 
became obdewded with the Ldua that 
he might die with tuberculosis, 
wlilch tity father had died of, — And 
nd, Interestingly enough, he dectd 
ed that he mudt work outdoors Ln 
otder to avold this dread disease, 
So he got for himaelE a job in the 
Post Offiee Department, vad letter 
carrier, and spent all of hie Life 
out of doors, never dying of tubers 
culowlé, but becoming a very, very 
rugged wanenan exceedingly rugged 
man, 


Tt 1a obvious hate that one ts dealing with an expattenced 
speaker and story teller, making a verbatim transcript vital 
to the quaddty of the work, 1t 46 equally clear that Little 


editing was needed, 


Oe 
ERIC 


t and that waa the wane night Sue 


+ And that vas the next nlyht 
+ yeah and the next night they 


t 


(B Indicates dnterruptdony by third person) 


Verbat tn 
(ai heard) 


Yeall, because (f 1 had dove 
bere on the sth of yf June | 
wetit over to the Mercer Pt, 


lve and we told 

ue Hue got up there and they 
eruedtled her 

rlehe 

bweause they dldu't want any 
hodel school of any part uf {t 
and ghey took om apart fur tot 
enough men do Morty boy fut 
everything they could possibly 
do Wrong, 


were over at our place and they 
Atarted gettin the game treats 
hent, 


Hal _ 
(wn typed) 


I Wave dow Were, on the 6th 
af June, 1 went over to the 
Hetcer PTA, the sane night Sue 


bs eight Doe [was there], Sue Doe gut up 
Ai to alt down and talk there and they eructfted her, 


bueno thoy didn't want any 
part of a "nodel wehouls" — they 
took them apart for not (having! 


vhough tied [An the group] no} 


nlnoritles — (repremonted «efor 
weryehing they could poyatbly 
do Wrong, The next mdyht they 
Werte Ver at uur place and they 
atarted getting the sane treat 
nent {from the group that was 
present], 


Thté Interview wae ittended as a fact finding mlgedon and 
was compH{eated by the presence of a third person who 
Intetjected numerous commenta, Without considerable editing 
the transcript would have been virtually useless, 


unl l] 


‘as Mage Reesagattgtc th NA tl 


Vephitln 
(aa heard] 


At any tate dhe uf the gutdel ites 
we've ysed In thie consideration ty 
that we would try to keep the per 
centage of black population {n 
vehoad around 30 to 40 percent and 
try to prevent the percentage af 
black population In a vchnol above 
AU percent, 


a, a Ac Ag Papa a tnt rnmapnlreniALy 


the kind of editing that clare 
(fies ond removes redundant 
phiraves {9 Lituscrated tn thd 
exunple, tt ie particularly 
useful for preventing any me 
understanding on the part of 
the reader, 


Hal 
(an typed] 


At any rate, one of the guidelines 
we have used In this consideration 
ta that we would try to keep the 
percentage of black population tn 
a school around JO to 40 percent 
try to prevent [Lt From exceed {ng] 
40 percent 
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Verba ty 
(44 beaeal 


| Weil Nov Rat yo eee of capiae rs | 
Jat dople at, people of Loree | 
Wey doting the sumerting would | 
| Rive Get at Tove, ga to ah Warkya’s | 
[hee at yea kaw Sirstnga, tht 


| SBAL nbd a aieat populate ates tes 


| peigle towed Sete fa go ta ap ws 
| eee Uthely perkape to tty hei | 
Pat ERE Hine, Many migtt ge ta 
places Like feeryetie ip caved 


the euitalae id nearby i Vie: 
(IRA you hioe Whete the but for 


theté Gt ws who toatl apent the 


| Hammer th tov, that applied ty 
| #fetly deathly evetybody who ans 


Ral cennected WIth the fongreag : 


beauie Chey lett quickly, excup: 
Stem, Now you see dtives exstly 
With hutia wenielea ut hers elas! 


Welk specttlcadly vlih Goargatann | 


Aor irpeyenermepriny eo sMo chi altindet ya BeN rey Ny QL Ib oy 


| (is typed) 


M cove, peaple af lane | 


tees, during the Sumnertine, vould 
| Wave out ot (avy 0 Wathig’s Chen of 
| Safatagacthet wis a populat atea 


dese likely corkons. se the beach at 


thay < f6 ta Hace | 


! 


; 
{ 


j fet Beaple atovnd Reve to aa tesco, | 


| Hy. WARE LE ROARS | 


ta ARR RL Ra 


fi “lie ai weedy seal the 


ee eet plied (0 
| alest <ery206y wig was fot tone 


[nected with the Cokgteas, becduie 


[Her Wet daldhlyaatsion, fie. 
j Would g9 an] tives, which were] | 


| easily (taken with] forae vehicles, 
Were else? Well, specifiealiy, 


{Uiheéa af us ta) Geergetowa lasvid | 


Hiete the style ad flavar of the interviewes hag fet been 
lost if the edlelag process; it has been nade readable, the 
best storyteller in the world will oceadlonally falter at 
fall to clearly express an (dea and (t becomes hecesaaty 


for the editor to clarily a passage for 


Hla. 


Hectding which apprnach f6 use far a single interview ot 
act of interviews invilves sevefal assessments, What ate 
yout ovetall chlectives! What kind of aanuscript do you 
vant? What with voy use He fer? What fs the style and 
quality at the interviewees narrative? Vere any diffleul- 
ties ewerlenced which fecessitate Bote patching up that 
wiuld aotaally he acceptable! 


1 this is a efoup project and the date « 
viewer, Cranseriber, editor and audit 
chechet afe fat offe ald the Sate perset 
(a3 would be the ease with student 
pisjetts of other individual efforts) 
the staff should get together ta consider 
these questlens and areive at a @utual 
understanding of the editorial style 
called for. A single individual should 
he equally clear, in his om mind, of the 
direction he will take, before plunging 
in. 


This te 4 good Cine for the interviewer to provide the (rat: 
aeriver with a dist ef ames, places and unusual and/or 
foreign phrases which were used during the interview(s), 
Your work cat fiow proceed shaothly, 


STARTING TO TRANSCRTEE 


Aaseatle all your narashernalfa-seditlng and style guides 
lines, Uist of names, correction papers or fluid, dletian= 
aty, etcetera, Having to feteh needed Itens in the aldet 
af year work will slow you down and Interrupt yout 
concentration. As yeu build up eaperienee, you will find 
that you ate able to tuta out a quality transcript (A much 
lese than the O12 haves per hour of tape usually required, 


Always aake at Least fe carbon of the ttai= 
setigt, depending upon yout access to cliean 
copying service, You'll be {nvestin: 

nreat deal af time fn the tfateer! 0. 
will want to have a spare ecapy for set. tv, 


Wien starting work ana new tople, it is desirable to 
listen to an cative tase before beelaning te transertbe, 
This prelluinary listening provides a useful audio overs 
view, If the narrator is new te you, try to grasp his style 
af speech before committing (€ co paper, Always Listen 
aliead several alnutes at a tine for paragraphlag, 


Is. 
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Typceat Headaches 


The following exatples of traiveribing problens provide a 
vinuad illustration of the editing process, Whether the final 
transcript (8 produced in two steps, using @ blue peneil ca 
the Firat draft, or in one step, with the Cranseriber editing 
In her ind as she proceeds, the final sanuserict should be 
the gaye, 


When both the interviewer and interviewee speak sieultan= 
cously, you can keep the question in, artiflelally consoll- 
dating the comments Into complete sentences, a8 {lustrated 
inthe firee example, or indicate the interruption with 4 


thtee dat ellipsls (eee page 14), a8 in the second example, 


Verbatts 
(as heatd) 


) Was thle fairly early in the | 
year? 
Ai Mo this way actually in the | 
Widdle of the vear 
De 1a Ube Adddle of the year! 
Al thle vad atautd | dveed Ut 
ay of act year! | 
AL the the well Ut would have Been j 
the carly this year 
iy Well at the lage schon eat? | 
Ai it the Laat achaal yeat yes 
ai opatle FH! | 
Ai eagle #2. 1 Unith If wae elthet 
famnaty ot Febtuaty, 


 coetecd 


ang 


PEE deers ac gneay 


Final 
(a8 typed) 


a Was this: fately early in 
the year? 

Ai Ha, this was actually iA 
the widdle of the yest, 

Q; Of the Jast achaol year! 

ai Yes, early 1922, 1 think it 
vas elther January et February 
(af mn 


ai 


~ ceive, umber one, the purpase 


Verbatin 
(aa heard) 


What wae yout {pat inte those 
beatings! 

Well you uh the neetings 

What wad the hav did pou per 


af these meetings’ © Why were | 
they held with the prinetpals 
afd thes 

to uh vou Mean oh t see 

and then secondly what vay your 
pare 

ta ui ta faforn to get the 
people in the scheals wha wight 
have coe ho gay be related ta 
this whale frablea, to exp. ate 
ta them what the situtian waa, 


a 


18 


Final 
(a8 typed) 


What was your input inte 
thase avetings! 

Well, the meetings, cy. | 

Hey dd yeu percelve, futher | 
ane, (he parpase af these Reet: 
ings! Why were they held with 
the prinelpale! And séeaad, 


what was your patt fin thea]? 

Oh, ft see, Mell, [thee pur 
pose wai] Co inform, to get the 
people in the schtols who may 
be felated to this viele pra= 
blen, to explain to then what 
the situation Way, 


Sut 


at tives you will want to change the ayntax because the 
thought vould be unintelligible If no change were aade, 
There are tines, hovever, when bad as it may be, the 
structure is kept the ease to assure the retention of the 
(atervievee's character, In the hypothetical {Llustration 
belov, consistant gpeech pattern should not be changed, 
hacause to do so would destroy {tv autheaticsty, On the 
other hand, Uf thece Io a rare grammatical slip made by an 
atherwige sophlaticated narrator (as shown In the second 
example of syntax) the correct gtammatleal form would be 
wubstttuted and the grammatieal error treated at a false 
atart, 4 


net RN as Bm NK AL sac ar Penar rams spirtenss =o 


eae 

(retained (B (iaal typleg) 

{Aid {says to hia, “I don't see why we 

ot to de it that vay, We could of got 

best ragubts by aot dosag nothing,” 
and he goes, “You're eight.” 


4 aap «a ma mprrevren 


Verbal 
(as heardl 


Ie eg 
Ta as ae a tee ist tr ear 


tas typed! 


We hufted td puffed afd blew the 
| alt dow 


r hulted ahd pulled and b) 
wea blew, the tat dow, 


t 


Lather #¢ 


Verbab iin 


Well wm we first tauad out by car: 
principal and ve wore we were if 
bold that it was suppoged ta de a! 
fedel gehoal (ewan just yotag 4g 
CO bed sodel sclionl for yeu know | 
Just tobe turned tn and ie a lot 
“(OF Maye (0 alrealy war cause ve had | 
{spectal work there that a Jot of; 
heals ditn't iave, 


CN aH 


The following exaple of ayntax 1a taken fron an Interview 
with a sixth grade student, — The Cranseripe retalna the 
contrast between youthful pragsar and mature perceptions, 


emtagatty ny 


Final 
(aa typed) 


sare) 


Vell, we flrat found out by our 
egw ot Priselpal that it vas supposed to 
Ye a "woded gehoal” sss Lt aa 


fut golng to be a “aode) school” 
fer, yal know, just be turned 
TUG] ee And ina Loe of vay 
it already ves, ‘cause ve had 
wpeclal wrk thete that a lot of 


Tiaecuraeres 


If the {ntervievee ig in error, make a note af the mistake 
and being (t to hie attention when eaturning the transeripe 
tO hin for his correctlons, ff the change 1a not made by 
Ma, Insert che correction {n a footnote, You can also place 
"{ate]" after the offending vord or phrase, or correct it In 
a footnote If appropriate, 


fee ee aces ee aera 
Fil : 
(ae typed: 


Verhat le | 
(ae board) 


hi $01 proeeeded eo HLL Ehat | 
off by Having the citle of the 
Uivision whanged, and it becuse | 
(he Medeion af tioveraity Stu» 
feniaera very deb lelously ane 
iguous tele, 

L brleve the fleet title 
vad "dhectal and mtenston Stue 
dents,” tut 1 yitl have to 
check notes an that, # 

Le may easily haw been, 


Vireclal and Iatenston tue 


deste” was the correct Clele, | 


| 
final 
(ad typed) 


= 


; 0 T prodeeded to HALL that eff 
by having the title of the 
divislon change and it becaie 
the Division of Untverstty Stu» 
fonts, avery wlielayaly aie 
tleuous ttl, 

+ balleve ite fret ele was 
“Speclal and Sctensied Students," 
tut {vill bese fo check ony 
futes of that | 
fe nay eaatly save been. 


( 


Rime 
— 


! 


— 


A 


— 


(ag heat) 


Wall, giele temod to blackjack 
futher then aathles you know, picke 


ui jacks, 


Well, girls tended to blackjack 
Cole) eather thas wartleneeyau knew, 


e, 


Fiatae Starts 


The question here fe whether the contont af the falae atari 
Juatifies leaving de tn, Does ‘cube NBEELY repeat 
the comment or does he actual; iis 3+ th the gentencs 
which mediately follows, thus chosgirg < - weaning? 


Verbatia Fiml | - | ms 
(as heard) (WHEE) Do mn 
| AG TIROE f Wad under the {Hpréas tan E find been told by the community | 
that [had eek told by the commas people, wha were organtaing the 
Nity people who Were oryantelny the agefida frea the schoo! group, that | — 


agenda thow the achogl group that 
the teachers would be given 15 
Alnuten to speak, 


the teachers vould be given 1§ 
minutes ta speak, 


In the following example, four dots (1ike periods), with a 
space betvaen wach dot, but no space preceding the frat 
dot, ave used to indicate the uncompleted sencence vaich 
Was probably not a falge start, but waa the reault of an 
excess of candor, 


Haal 


Verbatia 


(ag heard) (as typed) 
Well he never Lee ne (t was not ay | Welly he never Leta, Te vas 
Rormal job to attend those neetings, bu Ree ay ormal Jeb to attend those 


‘<) 


meetings, 


Ee RAN Rage 


Lamia Sot indicat ia Ret Atri ell enya 
4 


Pang bing Sentences 


The najor declalon here ta.-whetheror.not to fLll ina 
dangling sentence, 


yy heard) ~ Fé 


AP egg 8 fo 


iia ian have a budget ot her 


OW a Weekly budget what 
Wabi a al 


Verbatia 
(ys heard) 


And of course they had a Let of 
ttauble it aay surprise you with 


vhat { quess today they call with 
the auromabi le drag ractng, do they 
dt, when these kids wall lurse 
acing tacing the hordes, They liad 
af awful lot of that, 


Q- 
ERIC 


 erbatta eernecnes, 


Li ala APNE Nan gt uh te oe 


04 


Final 
(as typed) 


Qi fd she have budget of her 
Gvilxea weekly budget! 


(as typed) 


And, of course, they had a lot of 
trouble=e{t may auiprise yous-with 
vhat 1 guege today they eall, with 
the autowablie, "drag racing,” de 
they mot, when these kidé, 4, 
Well, hore racinge*racing the 


hordes, ae They had an avtul Jor 


of that, 
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lana : 
la ee ; 


Fury Tht 
sacl ies cance 


When an {dea ie not clearly expressed, brackete are an 
_.., Wlfeetlve tovd for llalnating confusion, ~ the corrections 
An the example below were decided upon in condultation with 


the interviewee, 


It may also sometimes be necessary to 


paky deletions (n order co clarify a thought when oppoaing 


a i a at eS ar he atte 


Verbat ti 
(as heatd) 


Figure out how much thie claws was 
producing per student hou say Uf 
you. divide what you were going ta 
take [n and it came out per student 
vue at Instead uf the 4) yhjeh a 
student pald and whieh it came out 
we Were getting the equivalent of 
something better than thar, ehat 
amount T would alloy the Department 
to ude In subaldtalng advanced 
caused Whete there was a heavy 
builteih overage that aaturally 
cae tod lower sectlon, 1 would 
let them ude that ty dubsidiae the 
hext advanced course, 


thoughts are expressed, 


Mnal 
(a4 typed) 


[You] figure out how puch this 
class was producing per student 
houresaay (a threeered(t courye, 
with ten students a $$ por eredit 
hour, produced 4150, Subtract fron 
that the Instructor's salary=for 


example, $100 for an Asaistant Pros 


| feasoresand you had a net af $40), 


Where there waa a heavy bulletn 
average that naturally came toa 
lover suction, [éay one with 30 
students, which would have produced 
$480, vith a fet, then, af $440, 
that atount] 1 veuld Jet thea use 
to subsidiae the next advanced 


COUESC: 


js a ag tiered wr EEE 


Paragraph 


To make a lengehy monologue vagy to read, break it up inte 
several patagraphs per page, However, remember that it 1s 
important to Ifsten ahead lest in your haste to divide 
the narrative you begin a new paragraph too soon, only 
to encounter a Jegitimate opportunity a couple of sentences 


later, 


Veer hatin 
(aa heard) 


[was chagtlned efiough tueard the 
end of that meotitig to wander What 
my role and what our company's roly 
ahould be, | openly said the 
fedoucees that | had indicated vere 
avallable to the communlty at thts 
pone were Not ava'Lable, that we 
would have to reconsider what our 
catpany wit do in this matter, | 
vent back 4 ay apartment and went 
to dleen cuelling on rhe isaues 
that vere ralaed. There sis obviauax 
ly a good quy«bad guy situation Me 
wea the godd guys and Jones vas 
the bad guy and | felt that vad g 
prematute judgement, {t mipht came 
but thete wad otill timo to talk to 
Jonea and see (f ve couldn's work 
cooperatively. 


Final 
(a6 typed) 


L vas chagtited enough tevard 
the ead of that meeting to wonder 
vhat my vole and what our company's | 
role should be, ! openly sald the 
regources that | had indicated vere 
avallable to the ecommunlty at this 
point vere not available: that ve 
would have to reconsider what our 
eoapany WII! do In this matter, 

Event back to my apartaent 
and went to sleep dwelling on the 
{aayea that were rafaed, There vas 
obviously a good guysbad guy altuas 


‘Uon = -Re were the goad guys and 


Jones wad the bad guy and I fele 
that was a premature judgement, It 
aight come, but there was still 
tine Co talk to Jones and see if wa 
couldn't work cooperatively, 


UN TO THE AUDIT=CHECK : 
The auditor's task {8 an dnportant one which 48 of great : 
value to the project as a stole, In.a sense, the audltoresvbo 
may be the Interviever={s the Quality Control Officer, ~ 
responsible for checking to make gure that the interview 7 
tranacrdpe ts fatthful to both the original epecch and the 
editorial polley, A few suggestions for the auditor are: 


Hark errors and onlasions on a separate paper 
Which has been designed for this purpose.* 4 
light penetled check work at the top right 
lund corner and a paperclip in the right hand 
bargin at she point of error make Lt easiey 
for tha transeribor to apot the needed 
corrections, | 


Try ¢o F111 dn thove vords and phrases vhdch the tronseriber/ 
editor found inaudible, A here reminder that they are ulasing 
{s hardly helpful, fantidartee yourself with the apacch 
patterns of the interviewee before proceeding with the audits 
checks Keen a copy of the transcribing and editing guidelines 
Nearby to use ag a atyle reference, 


Nee sample, page 36 


) 


O- | ‘ | 7 _ 
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An accurate, complete transeelptlon of oral history inter 
views is a infor Feaponslbility oF those involved tH the 
pevject, Lt Ls ltipeFative that a téanwcelpt NUT be fade 
avallable to the publie witlh all alsslig words and plifases 
atid all names and persons and places, properly spelled, have 
buct FL lled tn, 


four ears are better than tol Lf a word of 
tilitase ts (naudible, the tratsetiber should 
ask the (nlerviewer of another person td 
Haten to Tt wlth ter, Often two people 
listening tugether eat supply the Alasing 
Hatt, 


If the principals are viable to supply what is needed to 
cottect omissions, it falls to the transeriber/editor to 
research the @lssing aaterlal, a procedure which often 
requltes a pood deal of legwork, Reference libraries are, 
of cdutae, eapeclally useful in this effort, but the 
Ingenulty and reaoureefulneas of the tranaerlber/editor are 
invaluable, ~ 


Filling {a the blanks i8 beat accomplished 
by leaving space in the transcript, flilah 
Ing the transerlption process and thea take 
lng the necessary steps to complete che work, 
Stopping dn the middle of a trangerlpt {5 
disruptive, {neffleient and tlae-conduming, 


re) 
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IF the Fltwt draft of the ellted trmmperine wan well dine tt 
WITT be podiible to make many of the audtor'a correct lane 
tipht ob the pape, only oceas onal ly extyp lig a Whole page, 
Hhet Yoiit teat hecones experienced, Voi shidiild never have to 
re-type entire matiuseripts, 


IHFERVLWLE CORRECTIONS 


IC Ee AEE Leult to assess the Impact of propaved changer in 
copytlght Lav uf oral itatory pratoeal caneernlng Inteps 
Viewed Lnput Into transeript editing, There ta a possibility 
that a greater nutuality of rights will evolve betwee the 
Intervievee on one hand afd the project on the other, At 
present, final editorlal control over the transcript ig 
vested In the Interviewee, 


Pending the establishaent of clear gulde- 
lines on the matter, the Interviewse should 
be given the opportunity to read the 
completed trandeript and to wake additiona or 
corrections, preferably without delettong or 
blatant editorial changes, daly when his 
corrections have been incorporated {nto the 
trangeript can you proceed to bind it in 
final forw, 


8 


Hlow you have the fnterviewee make those changes {sa polit 
to eatablish clearly in advance, . If you have a series of 
Interviews with one peraan atid have beui attempting to 
follow the editorial preferented he Indicated after the 
fist traneript, few changes should be ealled for, You may 
have Interviewees note thelr corrections on separate pieces 
of paper so that you can add them to the transerives {your 
cw fashion with a winlaun of restyping, or you may agk then 
to make handwritten corrections on the sanuseripts then 
delves, | 
Ente ag 


ay 


28 
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Final Text 


Vou nust ake gre the orlgln of all mateyfal dn cae Elnal 
Lext 18 cluer +> the redder, — ‘the Intervleves's hardurttten 
corrections. aft of the tratscript, speak fut thmselvos, 
You may chasge to type then onte the ytigiin manuel he in 
auch away ato caidleate sab He: eo additions, periiinn 
through the wa if 4 different tperdyce, IF the page he 
HImply reese Ath the corruc done Ineoraotated divertly 
Ineo the tex. hould state bese = an edltortal aretace 
to the trosiee 1. The readermil then know bie any 
materlal ta bide beer addec sy the project, om liar 
any other ¢ sSaneled between the final text and te ‘pe 
até due {9 Llee vowed chanpes, 


} 


“ENG IT ALL TOGETHER 


Several Looe ends have to be <Latlye tues tm eeanertot 


van hie bound and wade avallable to te cytes 


Guieng > i= of Content 


In moat Inutaticed, headings can be tal» digas vy from the 
interviewer's qudytions, Por example: 
(uedtion 


"Universities, of necewalty, hee we tt res 
patd endovmenta ad 4 mixed bles’ =. “ety dng 
Habiities ag well as aggets, oa 4é du ytve 
te an example of how this ble + acagrd!" 


Heading 
BEQUESTS AND ENDOWMENTS ==MIXED Bo oactie's 


a 9 
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ste A bade 
lh ts et eT eee ee i . 
HEEB Spt PR Sitti 2 ae Mt pT! sc actin 


Hhes the interviewer's questlons do not provide matress: utr 
a nultabhe heading, or vhon the Interviewoe werayy fever tik 
yubstulée of a queveton, the headlng ean be drawn treg £4 
IntervLeve'y renarks, 


Rettarks of Lnterviewee 
"ow all that Was being done in the Light of 
whut was balng knowt ad the University Plan, 
wileh was President Welling's bly and 
rlorlous (dea of the great University," 
lleadiag 
PRESIDENT WELLING'S "UNIVERSTTY PLAN" 


It 18 well to remember that headings should be kept puart 
and to the polnt, 


J 


Ledig 
Ais doe aM dugres UF Ulex will vary From pros § to 
stuject, An Acceptable intsitear could be an Index of aper 
UTNE Wie atatdard (ndey cards. iil raed ef mate OF 
“ohfect, List additlonal citaciuns chronologtealiy, 


Nit 


MARSHALL, Theryou 
U8. Suppress Goeet Justlee 


\ Aff mcrae 


lise et peop) 


ELK Transet{pts 


iranscriptey | April 7, 1975 pps P10 | epage(s) 
idenctfleatton | May 4, 1975 p 9 


3d 
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} 


dp 
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SRPMS FT oy 


Vth es soreryewne eotretLone: added and tle hamiserdpt 
apd vet, adth thtle pay py of teledde, table of 
“enters anc codex, one last tke; satin hefore you eat aden 
HHT on the “eeevdewt flmal grouting, 


One Bergon should have the responsibility tor 
ae Laat cheek ie: “Uuraey and comp Lote: 
voc, and Lt might wll be the project 
Scvmcor. Remember, ae tranocript WILL be 
se permanent fort of the {nterviow moat 
jwvnie ge. TE vou ain't gpot errors of 
setcone, you can be ste your Cire reader 


git! a} 
Herd ira 


hen the srmseript passes this final muster with flying 
lors, if ts ready for public cmeumption, the Lifelike and 
intelligible surrasive will be apprectated by both casual 
readers and sertous researchers, 


r) 
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Loft page dye = [0s Lett margin (Cuewtlon/Angwet) = 22. 
tat tab set (bedy of text) © 47 second tab get (natagraphs) = 42s page num 
ber = four Lines from top at 95: begin text four «ore Lines down, Double 
space texts Cydleate end of tapes [End alde 1, cort't side It] or flind side 
IL, and of Interview }> Yottom margin ® approxizstety “~i/2" from sotton of 


payers 
Subject A 
COMMAS: = [na serden of three or nore 


Words, phraség, or slauare 
endliig with the evdression 
ands forth, apd de ani, and 
the like, or ete,, cotinas 
precede and Folloy the ex- 
pression, 


Yo ® f 2 we me ee BO te 


A getlis ol thede et flote 
words, phedaed, or cleansed 
takes ad cota betvoed wacly 
of the elenents and before a 
confuti¢tion separarifig the 
last two, 
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TRANS REPT! N AND EDITING GUIDELINES 


lle felt thac incerdged activity {o athlet 
tes, sorurities, the Drama Department, and 
42 on, would improve out Image. 


Tt meant ani inevaige If wpembing, paper 
Work, até ube of secretarial help, aa well 
aad panetal perehdon of policy, 


tiple maryly * 100, 


0 


jubject vtanrerrcntiat nnn anrctitininntewnewnasann lll! snes sis. 
SEMICOLON! In a devles of atatenenty They taded oni a curver ss AY AD and 

In whlch commas ate tieedud abu, 4 is anithlig heluw ms, @ ly 

witht Individual phrases, 

use sewlcdlone to aenatate 

the phrases, providing 

there are thres ov more {h 

the werfes ond that the 

phtagew have parallel ete» 

nents, 


ie eee ee 2 ee 2 ee ee err en “tk me sow 


Even though they are Me's the: tar uk Wen down t -magotinte the 

connected by a conjunction, Kronty, got vty a setup, hed cs cownduaton | 
claves of a eumpound revoked, ane vatloud otliér thivgs) and vee 

dentetice, Wilch ate very ——decretaty i andeew Jackadn duraty the thine 

long and whieh have conttaa that Andret: Jackyon wid liveived in dif. 

withtn them, are separated fleultles eat led to hie sendine hie dephew, 
with semicolons, who Wa8 His zeqular sectatary, back home, 


1 aeanatiateteeieee wget at ES OM yt Roatan 


ELLIPSE: Three dotw (like periods), felt in wag bodag ss Unsemeltive , . , 
With @ apace between each —  Inengitdve dh lids attitude, 
dot and before and after 
the flrwt and last, to ins 
dicate & long pause or 
interrupeis, 


ii eee ee ee ee ee ee 


Tout dota (Ifke perlods), the stwlants uskd eo dv anya od thet. tay 
With @ space between each Lt guns av if they are too. . 6. Well, 
dot, but no apace preced» iat car I sa? 

ing the test dot are used 
to indicate falee start 
or trailing sentences, 


_ 
naa 


24 
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DATES) TWO Liypheun witht a apace JL Wat ut Crom the Kentehee KverssKennebee 
hetweun or ut ether alde of (ve vod partleularly cholew tor {te ony Lele 
thetls Usu dashes ' itdleate ——glardtyeeand brought all the Way to Leaypes 
luterjectluns ay vacunthetls tow, 
cal thoughts, 

To precede the ae You would Hnd arprieultural snplements 
phrase in a mentence vhen stored, stores whlch aold geud and fertl- 
that phtdde relers to the = [laery flour and feed atureneeglt preyared 


Hubject of the sentence, uve to aur vdee the agtleultural community, 
a dadli, 


Nn A at Be i Rl a Ap Aetna o 


hl i anh ah PAA Na Ny tt A AA MH fe ge gn, adi abc pe ig BY. 


BRACKETS! Wwe tu tnddeate eddturtat They'd bite horwe {deavn) cattlages [to] 
addi tions, drive tu the beach 
Brackets ate used to indle ,,, ti peneral jsut, Teena 
cate an outadde itetruption, Dr Jones’ secretary enters and dates ate 

checked, | 

They are alao wed routinely (De, John Av} Smith and t went along with 
to fully (dastlfy dndlvle the others. Bobby (Jones) stayed behind, 
duals referred to, 


FOOTNOTES! Under inte down wid apace Even a Atte youpater fron Georgetown 
from Last Ilne of text, could come over here and walk to 2023 
13760 ( Stteet,* L1ft up the latch of an (ton gate 

and walk In, 


the University’s fltet buldding {nity 
, present location, 
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SAMPLE OF AUT CHECK SHEET 


WtOME WANA CoM a Alig ert 


VANE Wyo Re i 


IsHvAvdhy eunt cane 


thud (tty 
Wate. 
14th Whe 


Mh Mla tre ome 


| 
| 


Mita 


VetvdaNt TAMMY 


TURNS RIAA, 


SAIPLE TITLE PAGE 


Hiv Genk ge Waal dig tat Elid vert aly Widvetatly (tbeaty 


Ural Wiatuty Intervtew 
wii 
tit, Claer Loule Waysur 


Profeavor Emme ttue of furep ean flatury 
edn tree [te al Che Wvdadun of Unbvetalty studenty 


FURST YLANG WHTW TNE CNTCERST EY 
194) 1921 


Catidtn Led by 


thiny de eee lity 
Witectur, (ndvero tly Library Ural Wiatary Itoppar 


9) 1975 Flee Laueds Kayavr 
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SAIPLE FIRST PAGE OF TRANSCREPT 


QUESTION: 


ARNT: 


CUAL NICO KDR eRe 
will 


fs amy Sno] @ Rapsias 
Hodsaealiy Wl pear das, 


apel) 12, 1975 


Maney Had 
Gane gewlogh {tagtn Unlvenntey 


y 
Maes sly Dante diy, 
PAL 


THAR HOY Nugias 
ares a Ai brary 


CHES boone: a Le ayaa 


Dts Mavmer, at ct stud uf we lant cesnlon J believe 
You bad Just genta: tau th College, and you wete shortly 
0 anlar On & pUtsnt: rs! fhmamse activity, vblch paralleled 
Uhat of che Univetweis ne hee te wonder how that case 
about 

Wall, L-aften scribe, (a retvongect, wynale hw (e cane 
Whew Dai, FHM lovemet, dutioraly apeahing, wae Uhit that 
uot Ao 1, tbled is, won inky gtd edeothe voy vl 
Uptlnge+thetaeinel Hisee uttered the Pleat Wield Wav) de a 
hell detent. Ph eetabgt at eat, of eouthe, wae Vety Inter 
HOt , bite ites Fan, young AD) appolabed Bnetruge 
Cor {A Ninvseg, anu embmphtagupon ay teaching cateay at the 


in. 
: 4 i 
oa 


